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AP Central
Motivate students to do their best 
on the AP exam by sharing 
university credit policies.

Make sure that 
students that 
have qualifying 
scores have 
submitted those 
scores to their 
college or 
university!

http://cpe.ky.gov/policies/academicaffairs/standardacceptable
scores-CLEPandAP.pdf

Kentucky AP Credit Policy

http://apcentral.collegeboard.com/home
http://cpe.ky.gov/policies/academicaffairs/standardacceptablescores-CLEPandAP.pdf


Where do I begin?
2018-19 AP Coordinator’s Manual AP Central



AP Coordinator:  Role

Thank you for serving as the AP® coordinator for your school. It’s an important role—
you’ll manage the ordering, receipt, distribution, administration, and return of AP 

Exam materials.
• The AP coordinator may be a full- or part-time administrator, counselor, faculty 

member, or other school staff member who doesn’t teach an AP course
• A conflict of interest may result in score cancellation. To avoid any conflict of 

interest, the AP coordinator cannot: 
• Be the AP coordinator in the year they are an AP teacher. 
• Be the AP coordinator in the year an immediate family or household member may 

be taking an AP Exam at the school where the coordinator works or at any other 
school. Coordinators have access to all AP Exams, which presents a conflict of 
interest. 

• Be employed part or full time at a test preparation company. 
• Participate in any coaching activity that addresses the content of secure College 

Board tests. 
• Proctor an AP Exam in a subject area they currently teach or have taught. 

– See the table “AP Subject Areas for Assigning Proctors” on page 31. 
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2019 AP 
Exam Dates

Week 1
View the schedule online: 

collegeboard.org/

apexamdates
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2019 AP 
Exam Dates

Week 2

View the schedule online: 

collegeboard.org/

apexamdates
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2019 Late 
Testing 
Schedule



Late-Testing Policy

No Additional Fee Incurred Additional Fee Incurred: $45 per 

exam*

• Academic contest/event*
• Athletic contest/event*
• Conflict with IB or Cambridge exam
• Conflict with nationally, province-, or 

state-mandated test
• Disabilities accommodation issues
• Emergency: bomb scare or fire alarm
• Emergency: serious injury, illness, or 

family tragedy
• High school graduation*
• Language lab scheduling conflict
• Religious holiday/observance
• School closing: election, national holiday, 

or natural disaster
• Strike/labor conflict
• Student court appearance*
• Two AP Exams on the same date and time
*Added for 2018-19

• Conflict with non-AP, non-IB, or 
non-Cambridge exam

• Family/personal commitment
• Ordering error
• Other school event
• School closing (local decision, 

non-emergency)

* Students who qualify for College 
Board Fee Reductions will not incur 
the $45 charge if alternate testing is 
required for one of these reasons. 

Should you have an exceptional 
circumstance not covered in the list, 
contact AP Services for Educators at 
212-632-1781 or 877-274-6474





Online AP 
Exam 
Ordering

• Each AP coordinator listed on the Exam 
Ordering returned Participation Form will 
receive an email containing an access code 
for the ordering website. 

• Schools with outstanding balances from the 
previous year’s exams are not able to order 
AP Exams for the current year until their 
bills have been paid in full. 

• The ordering site is now available:  
collegeboard.org/apordering



Date Information Deadline

February SSD Accommodations Deadline for AP Exams February 22, 2019

March For AP Computer Science Principles, AP Seminar, and AP 
Research Exams all schools in the U.S., U.S. territories, and 
Canada must also order preadministration materials.

March 13, 2019

March Priority deadline for schools in the United States, U.S. 
territories, and Canada to order AP Exams. Submit orders 
by this date to ensure timely processing and delivery.

March 29, 2019

April Priority deadline to order an AP Exam without incurring 
$55 late fee.

April 12, 2019

April Last day to order AP Exams. April 19, 2019

April AP Research and AP Seminar students must submit all final 
performance tasks and all presentations must be scored by 
AP Research and AP Seminar teachers by this date. 
AP CSP students must submit their performance tasks as 
final by this date.

April 30, 2019

May AP Course Audit System Reopens for 2019-2020 January 2020

AP Exam 
Ordering

Dates and Deadlines
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Additional 
Exam  
Deadlines

• May 17th - Deadline for schools to order alternate 
exams for late testing.

• June 1st - Deadline for AP Services to receive all 
exam materials. Schools are billed twice the fee for 
each exam in shipments received after this date.

• June 15th - Postmark deadline for exam payments and 
invoices submitted to AP Services. Late payments 
incur a $225 fee.

• Deadline for AP Services to receive students’ 
requests to change college score report 
recipients, cancel scores, or withhold scores from 
the college indicated on their 2019 AP registration 
answer sheet.



• Before ordering the end-of-course exams for 
AP CSP, review the Student Indicator in the AP 
Digital Portfolio to be certain students indicated 
they’re taking the exam.

• Priority deadline for AP CSP Exam orders was 
March 13.  If you did not order by that date, 
please order by end of this week, even if you’re 
not planning to offer pre-administration 
sessions. This is to ensure that students 
receive their Student Packs in time to enter 
their AP numbers to the AP Digital Portfolio 
before the April 30 submission deadline for 
performance tasks.

• Orders for pre-administration materials can only 
be placed with the initial exam order, so be sure 
to have all AP CSP exams included in your 
initial order.

Ordering 
AP Computer 
Science 
Principles 
Exams



Ordering AP 
Capstone:

AP Seminar
AP Research

• We strongly recommend ordering AP Seminar and AP 
Research Exams and pre-administration materials by 
March 13, to receive AP Student Packs by April 5, 
even if you’re not planning to offer pre-administration 
sessions. 

• This is so AP Seminar and AP Research students will 
have their AP number in time to enter it into the AP 
Digital Portfolio before the May 2, 2019, 11:59 p.m. ET 
submission deadline for their performance tasks.

• Because orders for pre-administration materials can 
only be placed with the initial exam order, you need to 
have all of your AP Seminar and AP Research Exams 
included in your initial order. 

• Schools in the U.S. can order pre-administration 
materials until April 3; however, this will give your 
students less time to enter their AP numbers. 

• Orders placed between March 14 and April 3 will be 
delivered by April 15 (see page 19 of manual). 

• An exam order should be placed for each student 
enrolled in the AP Digital Portfolio. 

Requirement for AP Research: 

Be sure to order an AP Research 

Exam for each student enrolled in 

the course, even though there’s 

no end-of course exam. Without 

an exam order, their performance 

task will not be scored.





AP Ordering Landing Page
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• Order the correct number of exams: Schools are 
charged a $15 fee for each unused exam, so make 
sure you talk with both teachers and students to find 
out how many exams are needed for each course.

• Order exams for the correct course: Nine AP 
subjects (Computer Science, Economics, English, 
Government and Politics, History, Physics, Spanish, 
Calculus, and Studio Art) have more than one exam, 
so make sure you’re ordering the right one.

• Determine if you need extra master CDs: For AP 
French, German, Italian, and Spanish Language and 
Culture Exams and the AP Music Theory Exam, 
some schools administer the speaking or sight-
singing parts of the exams in multiple rooms. If you 
plan to do this, you should order master double CD 
sets or sight-singing CDs for each testing room. You’ll 
also need extra master CDs if you have students 
using accommodations such as extended time that 
require separate testing rooms.

Ordering Tips



What’s New?

2018-2019

and Recent Changes

Advanced Placement



Social Security 
Numbers 

• To protect student privacy, as of July 2018, 

Social Security numbers will no longer be 

included in students’ score reports.

xxx-xx-xxx
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• Beginning last year in 2018, and continuing, 
an ATC version of the AP Exam will be 
available for most subjects. This version of 
the exam is designed to be used with screen 
readers and other assistive technology. 

• If students are approved by the College 
Board for this accommodation, AP 
coordinators can order the exams through 
the AP Ordering website. 

• Visit SSD Online for more information.

Assistive 
Technology 
Compatible 
(ATC) Exams 
for AP



• Beginning in 2018, school now receive AP 

Incident Report (IR) forms in the coordinator 

packets sent with exam shipments.
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Incident Report 
(IR) Forms

See page 62 in the 

2018-19 AP 

Coordinator’s Manual for 

details.

• Use the 

scannable

forms you 

receive rather 

than a 

photocopy.

• Use a No. 2 

pencil to 

complete the 

forms.



Beginning last year, schools ordering 150 or more 

regularly-scheduled AP Exams must return 

exams using the split shipment program. 

• AP coordinators receive a separate set of split 

shipment return instructions. Exams must be 

returned per these instructions to avoid potential 

score delays.

• Split shipment does not apply to late-testing.
34

Split 
Shipment

See pages 5 and 74-75 

in the 2018-19 AP 

Coordinator’s Manual for 

details. 

MAY 
2019

M T W R F

Week 1 6 7 8 9 10

Week 2 13 15 16 17 18

20 22 23 24 25

Last day to 
return week 

1 exams
Last day to 

return week 
2 exams
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AP Changes for 2019-2020
Additional details can be found in the 2018-19 AP Coordinator’s Manual on pg 6



• AP U.S. Government and Politics: 

This fall, a redesigned AP U.S. 

Government and Politics course and 

exam launched. Learn more at 

collegeboard.org/ apusgopo. For details 

about updates to the format of the exam, 

see page 47. 
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Course and AP 
Exam Changes

• AP U.S. Government 

and Politics: 



• The Fee Reduction/Section Designation 

Form for AP Chinese and Japanese Exams 

on CD and the AP Exams on CD Scratch 

Paper have been moved from the AP 

Coordinator’s Manual. 

• The forms are available for download at 

collegeboard.org/apdownloads

37

AP Chinese 
and Japanese 
Exams on CD
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AP World History

Changes for 2019-2020





No Borrowing 
or Lending of 
AP Exams

• Schools are not permitted to borrow or lend 
exams.

• Schools that borrow run the risk of 
administrative errors that could result in the 
need for retests

• In the event that AP Services cannot fulfill a 
time-sensitive order for exams, the school 
may offer late-testing administration. 



54 and 55 of 
2018-19











Use Option 1





Invoicing and Payments



Go to collegeboard.org/apordering and click the link to access AP Exam Ordering.

Step 1:  Place June 15 on your calendar and then…

BEST PRACTICE:
Set an internal school 

deadline to have invoicing 
procedures completed PRIOR 

to June 15!



On the Landing Page, click on the ‘Generate Invoice’ 

link

Step 2



After Reading the instructions, click ‘Next’ to begin 

generating your invoice

Step 3



Step 4: Enter Used and Unused Exam Quantities.   

Once data is entered, click ‘Next’ to move to the next 

page.



Enter Unused & Alternate Exam credit quantities where 

applicable. 

Note: If the Coordinator enters zero for unused exams on the 

prior page, this page will be skipped

Once entered, click ‘Next’ to move to the next page.

Reader copies are used for 
students with specific 
accommodations

Unused exam fees are not charged 
if a student unexpectedly missed 
the operational exam 
administration and instead tested 
during the alternate window

Step 5



Step 6: Enter Fee Reductions. Once 

entered, click ‘Next’ to move to review 

and submit your invoice.

Enter the number of used ‘low-income’ exams that are eligible for a 
College Board fee reduction. Include the number of AP Seminar and 
AP Research Exams (AP Capstone) in your total entered here (if 
applicable).

Of the 20 exams, enter the specific number of ‘low-income’ AP 
Seminar and AP Research Exams (AP Capstone) here (if applicable).  
In this example, 5 of the 20 ‘low-income’ exams were AP Capstone.



Step 7: Review and Submit your Invoice.

The number of used Capstone exams 
entered will appear on line A.1

The number of all eligible low-income exams 
entered will appear on line K and line M.

Each low-income exam receives a $32 fee 
reduction from the College Board, and a $53 
credit from Kentucky. Each low-income 
Capstone Exam receives an additional $48 per 
exam credit from Kentucky, totaling $101 per 
Capstone Exam.

The number of eligible low-income Capstone 
exams entered appears on line M.1



You must print and mail the "Program 
Copy" of your invoice with any payment 
due to the AP Program by June 15.

To print your invoice, click the "Print 
Invoice" button on this page.  

Payment should be made payable to "AP 
Exams" and mailed with your invoice to:

College Entrance Examination Board
P.O. Box 21535
New York, NY 10087-1535

This address will be listed on the printed 
copy of the invoice.

Please note that an additional “School 
Copy” for you to retain for your records 
will also print out. 

It is not necessary to mail a copy of the 
invoice to the Kentucky Department of 
Education, so no “State Copy” of the 
invoice will print out.

Step 8: Print your invoice. Take Note! New Address!



Step 9: Send the “Program Copy” of the Invoice to the AP 

Program with any payment due
Please note that the published 
deadline for schools to submit their 
invoices is June 15. Kentucky also 
has same June 15 deadline that 
must be met. Different from 2018.  

In order to receive 
reimbursement, you 
DO NOT have to send 
a state copy of your 
invoice to KDE-just to 
the AP Program.



Step 10: Retain the School Copy for your records



KDE Processes for Reimbursement



KDE will not reimburse public schools for low-
income students-they will cover the following 
amounts and directly work with College Board.  
Schools are NOT required to send KDE a copy of 
their invoice.

• $53 per AP Exam 

• $101 per AP Seminar Exam and AP Research 
Exam 

Fee Reductions



KY Computer Science Initiative 
Reimbursement:  Change from 2018 AP Exams
ONLY for Schools Participating in the CS Initiative

• Exam fees for students who are FRPM eligible will be paid by the 
Commonwealth directly to College Board per the agreement.

• For schools participating in the CS Initiative, there will not be 
reimbursement for AP CSP Exams by KDE for non-FRPM students.



Your school's AP coordinator should take the 
following steps.

Before the exams-when ordering:

• Determine the total number of students in your 
school who are eligible for fee reductions for low-
income students.

• Determine the total number of exams they will 
take.

• Enter these numbers on the AP Exam Ordering 
website before ordering exams.

What Your 
School Must 
Do to Get 
Reimbursed



Your school's AP coordinator should take the 
following steps.

After the exams:

• Fill in the "Option 1" circle on each qualifying 
student's registration answer sheet.

• When generating your invoice online, enter the 
total number of exams taken by qualifying low-
income students.

• Ensure you complete the invoicing process by 
June 15th or the department cannot guarantee 
payment of the AP Low-Income Exams.

• For more information, visit: 
https://education.ky.gov/educational/AL/ap/Pages/
default.aspx, or contact Teri Mason, Kentucky 
Department of Education, 300 Sower Blvd., 5th 
Floor, Frankfort, KY 40601; phone: 502-564-1979 
ext. 4344; email: teri.mason@education.ky.gov

How to Ensure 
Your AP Low-
Income 
Exams are 
covered by 
KDE

https://education.ky.gov/educational/AL/ap/Pages/default.aspx
mailto:teri.mason@education.ky.gov


• $250 for schools giving 150–499 exams 

• $500 for schools giving 500–749 exams 

• 1,000 for schools giving 750–999 exams 

• $1,500 for schools giving 1,000–1,999 exams 

• 3,000 for schools giving 2,000 or more 

exams 

• School rebates are based on the number of 

exams given during the most recent exam 

administration. 

Rebates for 
Schools

Checks sent to AP 
Coordinator, payable to 
the school, in November



Best Practice Tips
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• Read, read, and reread the AP Coordinators 

Manual!

• Review Resources for Coordinators at AP 

Central: 

http://apcentral.collegeboard.com/apc/public/

ap_coordinators/resource_library/index.html

– Download the Preadministration PPT

• Sign up for the AP Coordinator Community: 

https://apcommunity.collegeboard.org/web/ap

coordinators

• Breathe!

Don’t Forget!

http://apcentral.collegeboard.com/apc/public/ap_coordinators/resource_library/index.html
https://apcommunity.collegeboard.org/web/apcoordinators


AP Services

Phone: 877-274-6474

• AP Guidance for Kentucky-Specific 

Questions

– Dr. Damien Sweeney, KDE

• damien.sweeney@education.ky.gov

• AP Invoicing for Kentucky

– Teri Mason, KDE

• teri.mason@education.ky.gov

• College Board

– Gia Kaul, Director, K12

• gkaul@collegeboard.org

Questions? 

mailto:damien.sweeney@education.ky.gov
mailto:teri.mason@education.ky.gov
mailto:gkaul@collegeboard.org

